The Beginning of Year Verification

establishes calendars and enrollments

ick R Guide:
Quick Reference Guide for the 2014-15 school year. Schools

Beginning Of Year are required to enroll all students in
AIM who attend at least one day of
Verlﬁcatlon and class or who receive Special Education
EnrO”ment services from the district.
COIleCthH Before beginning, consider the following:
This guide explains the basic 1. What data is entered on the Calendar?

process for verifying 2014-15

. e Calendars need a Start and End Date for the District school
calendars and enrolling students

into schools for the 2014-15 school year, a Calendar Number, the correct grade levels for the
year. school, and the student Start and End Dates. page 2
2. How do | properly exit students who transferred over the
summer?
Topics covered in this Quick e Delete the student’s 2014-15 enrollment and update the
Reference Guide include: 2013-14 End Status to reflect the transfer. page 3
o Verifying 2014-15 3. How do | record Summer Graduates?
Calendars e Summer graduates are recorded like regular graduates —
e  Summer Transfers & change the 2013-14 enrollment End Status to 400:
Graduates Graduated, and enter Diploma Date, Diploma Type and
e 2014-15 Enrollments Diploma Period. page 4
*  Records Transfer 4. How do | get State IDs for new students?

e Data Verification
/i e Obtain State IDs from the student's prior district or from

e Sync Data

the Student Locator. Districts may upload a Student
Demographic file to locate State IDs, however, using the
Student Locator reduces the potential for duplication of
IDs. pages 7-8
5. What are the correct Enrollment Start Status codes for students?
e Start Status codes should accurately reflect the prior
enrollment status of the student. page 9
6. Which Enrollment Service Type do | choose?
e Service Type indicates level of educational service the

student is receiving from the district. page 9
More Information: 7. How do I send/receive a Records Transfer?

e Process requests for records transfers regularly to facilitate
AIM New Users Guide

the transfer of Special Education records and prevent

Job Corps, MT Youth ChalleNGe, enroliment overlaps. page 12
and MT Digital Academy 8. How do | verify the enroliment data | entered?

e The Student Information reports and Ad Hoc Reporting
Creating Households

tools can be used to verify data entry. page 12
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http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Enrollment/New%20User%20Guide.pdf
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Enrollment/MT%20Programs%20-%20Job%20Corp,%20Youth%20Challenge%20and%20MTDA.pdf
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Enrollment/MT%20Programs%20-%20Job%20Corp,%20Youth%20Challenge%20and%20MTDA.pdf
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Households/Creating%20Households.pdf

VERIFYING 2014-15 CALENDAR(S) - .

Index Search Help 14-15 Granite High School
Choose Year 20 14'15 and a SChOOI- Systam Administrator ~ Calendar Grade Levels Schedule Structure Terms Pericd
= Studant |nformation Save
From the Index, expand System Candar ID Schonl
. . . = {1565 Granibe High School (schoaliD-1)
Administration and Calendar. Click rame Neeroer
[14-15 Granme rign senoa ] [1 |
Calendar. “Sn Cae “Eng Date ‘Summer senal
5
‘Sau0ent Day (IRsAructionsl mies) Teacher Day {minses) Exchugs
. N O
Verify (and/or enter) the district Start and Wil T A (rkuies) FaGa AR es) SwwoolCioks
O

End Dates (fiscal year is recommended for
SPED data entry). Enter "1" in the

[Pe
imstnuciional o

Require Student Assigrment
Number field (if you have more than one Emmm
calendar per school, each school must

railling 05/26/2014 252 P

have a unique number).

Click Save.

Calendar

Calendar Wizard

1415 Granite High School Click the Grade Levels tab.

Calendsr Grade Levels Schedule Structurs
. Verify the grade levels listed are valid for
- that school.
Grads Level Editor
Name Seq
b I NOTE: Grade levels are determined by the
a 2 OPI, not by the student's schedule or the

district's building configuration. Changes to
grade levels in a school must first be
approved by the OPI.

Click the Terms tab. 14-15 Granite High School

Calendar Grade Levels Schedule Structure Terms Pericd
Click the name of the Term Schedule in the Save Term Schedule Terms Mew Tarm ScheduleTams Delet:
Term Schedule/Terms Editor box (Full Year).
(NOTE: If no term is listed in the box, see S
next page.)

Ay

Under Term Detail, enter the student Start
and End Date(s) for the Term. Click Save
Term Schedule/Terms.

The Periods and Days tabs are optional.

“Mame Prima

[Funrear |

“Mame “Sequence “Start Dabe

X[r I

“End Cate
|[oazrzo1s |75 [osoamnis

| Add Term |
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Auto Create Term Schedules

Parameter Selection
Thig Schedule Structure has no terms, and thig tool will create =ome for you. Infinite
Campus zupports multiple term schedules, but only =elect the term schedules
needed for your schedule. Fulkyear, sememster, and quarter long clazses can all
be created in a quarter term schedule, =o those options are mutually exclusive.

Full Year (1 term)

|:| Semesters (2 term)

D Trimesters (3 term)

D Quarters (4 term)

|:| OtherNumber of Terms:

If no term is listed in the Term Schedule/Term
Editor, click New Term Schedule.

Select a Term Schedule. Click Create Terms
(the State requires only Full Year — but if you
are using the MT Edition for attendance you
may need to enter more information).

% Follow the previous instructions to enter Term
| GreseTerms | dates.
Year [14-15 School [Granite High Schoal v|
SUMMER TRANSFERS Index | Search  Help Banks, Tgﬂra -
[Student v]  Credit Summary
Adjust enrollments for students who Summary  Eno
transferred out during the summer. ks
Example: Student was enrolled in 2013- s e - . me .
14 and was expected to return for 2014- p— - %::w U
15. A 2014-15 enrollment record was e B
created as part of the end-of-year -
process. The student moved out of state S S
over the summer, and the school e .
received a records request at the Pemgumu
beginning of August. — — ’ .
To correct the enrollment record: Select == S =
Year 2013-14 or 2014-15 and the school. Amend the 2013-14 enrollment:
Click the Search tab and enter the
student’s last name. Click Go. Select the name (appears below the
Search Results), then the Enrollments
BEST tab,
Gradustion  AdHoc Letters Records Transfe
Alendmce. Flags Godes  Tramsorint Open the 2013-14 enrollment and
cave — Print Envoliment History New New Enrallment History change the End Status to 180: Transfer

Edt [crae  [Tpe | Calendar

i} 11 P 14-15 Granife High School

to a school out of state.

OPI recommends adding a note in ‘End
Comments’ with the name of the district
or school the student transferred to.

¥l Click Save.

1314 Granke H o0l
H o 12-13 Granke High School
¥ o P 11-12 Phillipsburg 7-5 0BT 052522
S Ganeral Entoliment Information
Calendar Schedule (read only) “Grage Class Rark Exclude
13-14 Granite High School O
“Btart Cabe WoShow  End Dale End Acilon “Senice Type
0 —
“Slan S

[ 0z coninued envoliment same senoal, no erngtion |

Delete the 2014-15 enrollment:

Open the 2014-15 enrollment and click

Delete.
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For students enrolled in grades 7-12 only:

If a student did not show up for school as expected in 2014-15 and the district has not received notice
or a transfer request, create a one-day enrollment record for 2014-15 in both the district's SIS and in
AIM (with Start AND End Date the first day of school, End Status 340: Unknown). Later, if the district
receives notice or a transfer request, change the record as described above for a transfer student.

SUMMER GRADUATES
Vanilly, Millie M
Grade: 12 #550100008 DOB: 03/0T/1558 Gender F
AdeSt enrO”ments for StUdent Who Credit Summany Asssssment Bshavior Graduation AdHoc Letters Records Transfer

com p|9t9d graduation reqUirements Summany Enroliments Schedule Attendancs Flags Grades Transcript
after the end of the 2013-14 year, but — Delete

Print Enrcliment History Mew Mew Enroliment History
prior to the first day of school in the 2
2014-15 year. They are counted as 3' TR e = e
Summer Graduates Er o P 12-13 Granke High School Q804012 Q5E1RM3 g
3 a3} = 11-12 Phillipsburg 7-3 =0 b | Q525202
. = Gansral Enrofimsnt information
Select Year 2013-14 and a high school. Calenzar Seneoule {read onl) “Grace Class Rk Bxole
i 13-14 Grantta High School O
Click the Search tab and enter the s NoSnow  End e EndAdin “Sentce Tipe
. [paoszats |7 I (e v] [ - primary |
student's last name. Click Go. Stnsas Enisee
[0z commnued enrotiment same sonaal, na Inermugtion s | A0 Eratuzted le
Click the Enrollments tab. Click to | v
open the 2013-14 enrollment record.
Change the End Status to 400:
Graduated.
Click Save.
Vanilly, Millie M Click the Graduation tab.
Grade: 12 S559100008 DOB: 0207/1988 Gender F ] )
Enter the Diploma Date, Diploma
Sumimany Enreliments Schedule Attendance Flags Grades Tran . )
Credit Summany Asssssment Behawior Graduation AdHoc Letters R Type and DIp/OITIG Period.
savs Click Save.
The fillowing fields can only be filled out once 3 shudent as enfered 98 grade:
Cate First Emered e 5 Grade . i i
S NOTE: The Diploma Period for a
WLE Conan End rezr student who started grade 9 in the
Mo Sk G 3eation ECtes bt o It shcert 2010-11 year is 03: Four years or
O Enroliment Data: Phllpsburg K-12 $choois (855¢) with an IEP allowing for longer if
B Graduation Detall: Phillpsburg K-12 Schools (8558) .
B | 2 General Gradustion Information the student completes graduation

ST p———

requirements prior to the first day
of school in the 2014-15 year.

Digioma TRE: | 01: Reguiar Digloma |

blalas sl (3 Four years or wiin IEP alkowing for Imger

Diate First Emerad he 58 Grade

oLz [T
MGA Cohorl End Year [ 3015

MCLE Cohorl End Year: |.-..
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ENTER 2014-15 ENROLLMENTS

If 2014-15 student enrollments were not previously entered during the End of Year - 2013-14 process, enter
them now.

There are two ways to enter 2014-15 student enrollments: 1) Direct Entry and 2) File Upload.

The Direct Entry method requires the district to enter enrollments directly into the AIM database.
Enrollments can either be rolled from the prior year, entered individually by student using the previous year
enrollment, or entered using the Student Locator.

**¥ It is highly recommended that districts use the Student Locator to enroll all new students that
do not have a State ID already identified.

The File Upload Method requires the district to create an upload file, either by extracting data from their
existing Student Information System or from an Excel template. The templates are available on the OPI AIM
Webpage.

. :
DI rECt Entry Of EnrOIImentS (optlon 1 = This tool will promote, retain or demote enrolled students inte the next calendar and grade.

RO"OVer) Show Detailed Instructions

Select Source Calendars Select Start Status

13-14 Cascade 7-8 -~ 01: First time receiving educational services -
13-14 Cascade High School

One option for direct entry of student

13-14 Cascade School (OPTIONAL)
. Cascade 7-8 13-14 e stination Calendar
enrollments for 2014-15 is to roll the students Cascase senoal 1348 |= e ——
. 12-13 Cascade High School Select Destination Grade
forward from the prior year. You may have 1212 Coseade schoo S
Cascade School 12-13 Select Destination Structure
already rolled students forward to 2014-15 1112 Cascde tigh Senool -
11-12 Cascade School Start Date Override
during the End of Year Process for 2013-14. If e P ey e
CTRL-click and SHIFT-click for multiple H
not, the rollover process may still be used O e Atow Duptcate Primary Enrotments
/| Totals Only
unless End Dates for 2013-14 have been o6 Clos Dlar Clos rous onings
08 10 11 12 Include students whose enrcliments end on the last
. day of the last term
entered. (NOTE: Once the End Dates for o e e e et Com |
2013-14 enrollments are entered, the rollover e

process will not create 2014-15 enrollments

Source Service Type

for end-dated students, so it can no longer be rmery

Partial

Special Ed Services.

used.)

If rollover is your preferred option, see the

End of Year Collection guide for instructions.

NOTE: If you notice a duplicate
student ID, contact OPI to correct the
situation.
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http://opi.mt.gov/Reports&Data/AIM/#p7GPc1_3
http://opi.mt.gov/PUB/AIM/AIM%20Collections/End%20of%20Year%20Collection/End%20of%20Year%20Collection%2013-14.pdf

Year School | Granite High School v | Direct Entry of Enrollments
x| sewoh | b (Option 2 - Update Last Year’s
SR 707 3 2007 Delg Wacked 11 CEMpUE B WEIng S210N TIRICE OF Dy sekCtin; Enro"ments)
[Sruden V] | coae e comeceon s
|
stugent ssarch The second option for direct
Lst Name entry of 2014-15 student
Advanced Search Firsl Nama . .
enrollments is to use last year's
] IR
Search Results: 0 ssN ] enrollments to create an
e [ v] enrollment in the next year.
in ) E—
Gender [
o Select the 2013-14 year and a
pemm [ | school. Click the Search tab,
Lodker MNumDer
Spectal Ed select Student, and Advanced
S v Search.
seng v
DitsaiiRy ]
=] Under Student Search, choose a
db grade level (e.g., start with 09).
Click Search.
Select the first student by clicking Year[1415  v] School
the student's name. Click the T Seaeen [TTER Pkl SRS
Enro"ments ta b Change the Year |Stu:|2nt V| Credit Summany Azzessment Behawior Gradustion AdHoc Letters Records Trans
Summary Enrcliments Schedule Attendance Flags Grades Transcript
to 14-15 and select a school.
croshy Save Mew Enrollment Histony
Advan ced Search Enroiment Editor
Click New. Enter the 14-15 Start o e o e Sl Emiose
Date, Start Status, Grade Level Sesroh Resuts ¢ e b e il il
. 3’ 05 P 10-11 Prillipsiurg Sehool 0200172010 Q827201
(for 14-15) and Comments (if rey———
] ) 048 Crosby, Bing #333100228 [12/3 s
applicable). Click Save. 1 O
. d A “Sengce T
] O [: w = Frimary w
(See Start and End Status and (02 Cone ot o st g v | e 7
. K FEsson
Service Types - Notes on page 9.) v
Repeat for all students in this
grade level. Start over with prior
instructions for the next grade. If Also:

a student is moving from one

school to another (e.g., from

Elementary to Middle School),
change the school after selecting
the student.
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e  Program Participation data and Aggregate Hours
may also be entered for students during this step.
Enter the student's Absent Count on or dfter the Fall
Count Date (October 6, 2014).

e Sort By (optional) may be entered at this time. See
Sort By Field - Notes on page 9.
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Direct Entry of Enrollments (Option 3 - Year [T76 ] School [Granite High School ]

Student Locator)
System Administrator ~ studant saaren

‘Search for 3 student Already tracked In Campus using e fiekis provided. A minimum amount of data must be enterad In order o €
or Click on Creste Mew Student. When doing 3 SSN-only saarch, e usar must stil 9o 3 name Dased search betore Mey ane aliow

The third option for direct entry of

2014-15 student enrollments is to use ::“:e a2 s [comer [Brmo=e [
the Student Locator. This is the concer :lv
preferred method to locate State 1Ds for Mm.emm:u
students who are new to the district. s [ HH ]
B B

To use the Student Locator, set the Year
to 2014-15 and select the correct
school. From the Index, expand Student
Information.

Select Student Locator.

Student Search

Search for a student already tracked in Campus using the fields provided. A minimum amount of data must be entered i
full legal lastName, firstMame and gender. Select a student from the list or click on Create New Student. When doing a §

they ore allied o Gredte & o versan. Enter the student's Last Name, First Name
and Gender. Click Search.

LastName  angarg Name State ID [ Gender [BithDate | %

T b riossars Here s e Use the other identifiers (Name, State ID,
Birth Date & Gender, Birth Date or % which is a

o = wildcard search character) to help identify
State ID

a match. Hover over the record to see
information about the student's last
enrollment.

See Student Locator-Notes on Page 8.

Create Mew Student =

If the student is located, click the student's St Namer Generate Number
name. If the student has never been enrolled s=e Pos |

in a Montana school, the student name will T = ———
not appear, so click Create New Student. (See [crna | forer | [ued L~

Student Locator - Notes on page 8.) vae | - fr2omssa [ [ o fs | Mo Image Available

“Cender “Eirth Dabe Soc Sec Mumber
RacaEthnicity

‘5 the Individual Hisparic alino?

Enter the Student Number (Local ID) — if -m o e o oo o e ragea
. . . . (chack all Tat apoly)

assigned by the district. Enter the Identity (-

Info and Enrollment Detail (see screenshot [actem

[ tack or Atrican Amenican

on page 8). The fields in red are required. [ et rizwaitzn or Oer Pacs bstanper

[=] vwnne

RaceERmnicRy Detemination
*
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NOTE: Early Kindergarten Entries

MCA 20-7-117 requires that students who
have not reached age 5 on or before
September 10 of the current school year
must have special permission from the
School Board to be enrolled in a regular
Kindergarten program and counted for
ANB. This applies anytime during the year.

For Kindergarten enrollment under 5,

please add the Board Approval Date in the
Start Comments box on the student’s

enrollment tab.

Student Records Transfer

Raquest a Rscords Relsass
Tritz Is @ Records Relezse containing he student Infarmation, he regussting districtuser and e relessing districtuser

Enroliment Detall
“Calendar “Shedule “Grace Class Rank Exchioe
[ 14-15 Granke Hign Scvoal v | [man | e O
“FEilae Mo Show  End Dae End Action “Senice Type
N e = A — o R—)
Sttt End Status
[ v]
Coropiout Foesson
vl
Start Comments End Commments

studgsnt: Enrolimant Typs: Primary
L35t Nama Haggard First Namea Merle Middle Name
Sendar K Birndane 0172001 SEN
Grage 10 Schodl 14-15 Granke High Schiool Stan Date 037204
Requssting District & Uisar
District 0555 Phillipsiourg K-12 Schools Name System Administraior Usemame STt
ReguesiDate 02072014 'Wark Phone Emall
Comments
Submit Regusst

If the student was previously enrolled in
another MT district and not previously
enrolled in this district, a Student Records
Transfer request will automatically appear.

When using your personal log-in, your
name and phone number (if entered on
the Demographics tab) will appear under
Requesting District & User. Enter
comments if necessary.

Click Submit Request.

Student Locator - Notes

A student who has an existing State ID may not show as a match in the Student Locator for a variety of

reasons:

¢ Nickname versus full name (e.g., Jonathan-Johnny, Michael-Mike, Elizabeth-Liz or Beth or Libby)

e Transposed First Name/Last Name or Gender

Try a variety of options before creating a new State ID.

NOTE: If you know a student has an existing State ID but are unable to find the ID using the Student
Locator, call the student's prior district or the OPI AIM Helpdesk at 1-877-424-6681.

(Click to return to text)

*
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Sort By Field - Notes (Click to return to text)

The Sort By field appears at the bottom of the Enroliment tab screen for a student’s enrollment record.
Entering data into the Sort By field is optional.

The Sort By field is an additional identifier used for sorting test booklet labels (either ELP or CRT).
Districts may enter any label in the Sort By field, such as teacher name, team name, room number, or any
other sort option desired. Test labels for CRT or ELP will be sorted first by District, then School, then
Grade, then Sort By field (if entered).

If you intend to use the Sort by label, it is recommended to enter the field during the enroliment process.

Start Status and Service Types - Notes (Click to return to text)

Start Status codes should accurately reflect the last active enrollment of a student. A complete list of codes is
defined in Appendix A. A few common examples include:

e Student was previously enrolled in a home school - Start Status is 09: Transfer from a home school in
state.

e Student was previously enrolled in a private school in another state - Start Status is 06: Transfer from
an out of state school.

e Use Start Status 01: First time receiving educational services only if the student was never enrolled in
any type of school. Kindergarten students are always 01: First time receiving educational services,
unless they were enrolled in a public school's PK program for Special Education services or they are
repeating Kindergarten.

Service Types should accurately reflect the type of service the student is receiving from the school.
P: Primary - Student is enrolled in the school to receive education services

N: Special Ed Only - Student receives Special Education Services (PK students or students concurrently enrolled
at a private or home school)

S: Partial (Secondary) - Student is primary enrolled in another school but participates in an accredited
educational program at a this school

September 2014
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http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/Appendix/APPENDIX%20A%20Enrollment%20Start%20Status.pdf
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File Upload of Enrollments

Year (14-15 W

School [Granite High School v|

(Option 1 - Extract File) Index | Seach  Hep

Systes

tude

The first option for using the File |

Upload method is to create an c
.

extract file from the district's
Student Information System in the
* TVs or *.txt format.

Perform the Student Demographic

file upload first, followed by the

Enrollment file upload.

te Reporting

From the Index, expand MT State
Reporting. Select MT Data

MT Data Upload
MT Extracts

TEAMIC Fastmes

Upload. From Import Type, select
Student Demographics. Under
Work to Perform, select Validate
and Test File. Browse for the *.tsv
or *.txt file.

Click Upload.

& snagt &'

Results:

File Name: test.txt

Processing Started Time: Mon Aug 25 13:07:04 CDT 2014.
Processing Finished Time: Mon Aug 25 13:07:04 CDT 2014.
Total Time To Process File: 0.577 seconds.

0 Records Inserted.
0 Records Changed
0 Records Deleted.
0 Records No Changes.

Error Count:0
‘Warning Count:2

Error Detail:
Line Number Error Message Content
No Errors

‘Warning Detail:
Line Number Warning Message

Neo matching student found. A new state |D will be generated upon ‘Load Parti
3 Neo matching student found. A new state |D will be generated upon ‘Load Parti

State Data Import

Selact 20 0ption LNGET “IMpOnt Type" o Specky whlch necord fype jou Sre upkading. I e fie you upload comtalng mane Tan one
type of record, (Le. S0 and EN records) select “Multiple Record Types™.

Select 30 o0tion Lnter “Work To Perm i Indiczte how Me e Should be processed. There ane 2 options
1. Valieste and Test File - Only ermor checting will b2 perfomed on e Tl A summary report will e genarsisd entring
2y erTors TE were found. Mo gt Is Importad under Tis option
2 Load Partal Fils - D=tz from e e will 20d to or upats the current studsnt rscord in e AW system. A summary
reort will be generaied IndicEting e MUTDeT of feConds Mt wers nsened o cranged. This option Snould be used when
upEting e InformiEtion o 3 partial Ikt of stusents

Fiecent Cranges:
1. student Demographics - Fleid 11 (RacaErnikRy) hes been changed 10 3 fllker fizkd and data In Wi fked will no kngar
D2 Imported.
2. student Enroliments - Fleld 15 (Mo Show) fas been changed W a flller fizkd and o283 In inils fied will o longeer be
Imporied.

3. Program Participation - Flelds 09,10,11, and 12 (Free/Reduced Lunch, SPED Status, Par B Stan Date, Pan 5 End
D) have peen changed B filler Nizids and data In Mese fizids will no longer be Imponed. As  resull field 13 (Sedtion
504) o honger s 3 valkiation 3nd Rfer Y o N will b2 Impored.

4. Careor and Technical Education - Fiekis 10,11, 30 14 (Tech Prep Pankipant, Non TradRlonal Enralies, and Caneer
P} have been changed o flller fiks and data In ese fizkds will no knger be mparkd.

Imiport Options

—

oneeaen

73 ©iLisersicoBaa2 Downkoads earact (5) sl Browse
or

Resul Flie | v "m |

THIS STEP IS CRITICALLY IMPORTANT!

Check the Import Results Summary for Errors and
Warnings.

e  Errors MUST be corrected before uploading.

e Warnings are messages about potential
issues with uploading students — please
check these thoroughly and do not load the
file until all issues are addressed.

o If Warnings state “No matching
student found”, see special
instructions on next page before
proceeding.

e When all Errors have been cleared and
Warnings checked, change the Work to
Perform to Load Partial File. The Import
Type should be Student Demographics.

e Browse for the file and click Upload.

Repeat the process for the Student Enrollment file,

choosing Index, MT Data Upload, and from Import

Type select Student Enrollment.

\
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Warning - No matching student found

If the Warning Detail lists “No matching
student found”, AIM will create a new state
ID for the student when the Student
Demographics file is uploaded.

e Do not upload the Student
Demographics file if you think
there is already a state ID for this
student, to avoid duplication.
Instead, check the student locator
to identify the ID, or call the AIM
Helpdesk at 1-877-424-6681 for
assistance.

e (This must be done BEFORE
uploading the Student Enrollment
file) If a state ID is needed, upload
the Student Demographics file and
save the report of new state IDs
that AIM generates (instructions
below). Use the file of new IDs to
uploaded into the district SIS, or
enter the IDs manually in the SIS.

To capture the file of new state IDs:

When after uploading the Student
Demographics file (page 10), AIM displays
the upload status report. The report
contains a link to download the file with
new IDs. Click Click Here.

The report shows the new state IDs. Save
the file for future reference, and enter the
information in the SIS using a file upload or
manual entries.

X B Saush
Eesulis:

Nz Ervors

Warnimg Dhetadl:

=

File Name: test.oot

Processang Started Twse: Mon Aug 23 130704 CDT 2014
Procesuang Finsthed Time: Moa Aug 25 153:07:04 CDT 2004
Total Time To Process File: 0,577 seconds

0 Records nsemed

0 Receeds Changed

0 Records Deleted

0 Records No Changes

Error Count:0
Warnimg Count:l

Error Detail:
Lins Numbar Ermor Mesasge Contss

Fopap——

Ling N

3

M ﬂ'-dll::"’i '!-HKJ:‘"' found. A Airw 32ate 1D wall B geesieatind upon Load Pamal Fly' SDI0SSEnullS55 1057 Moy
N matcheng studant found. A new siabe 1D wall b gessseaind upon Load Pabal Fie' SO0ESEInulf 9550065 | Pax

Resales:

- [ —

Fale Namne: test ext

Processing Stasted Tune: Mon Asg 25 13 0948 CDT 2004
Processmg Fuabed Tame: Mon Avg 25 15309 30 CDT 2014
Total Tame To Process File: 1357 seconds.

2 Recoeds Inpened

0 Recoeds Changed

0 Recoeds Deleted

0 Records No Changes

i3 el eeihase 1D eanelh baaniinded-og the appropnate extracts

&

¥ here 10 download the Srodent Demsographics file with these mew 1ds 1

Ervor Detail:

No Emors

rarw' batellly - Motepad

15/2014
]

HD 0 1
e 045 I6PETL P60
|{sp 0458 BER2OIIAG

LEFS L T3 1
Al 05T proren
orag00Es Paxini

Warniag Count:)

Line Number Error Message Content

Warning Detail:

Line Number Warniag Message
2 No matchng student found A new state 1D wil te generated wpon Load Partal File® S
3 No maschng student found A new s2ale 1D wil 29 geneeated upon Load Partsl Fly' SO

cCharles oean [ 06,707 /19946 4 W
John W o 10,/29./1594 N K
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File Upload of Enrollments (Option 2 - Excel

S S e
file) s | s [ st s | | e | | e e ——
S —
Another option is to use templates to create an | wswcumo s s sssses v s s st o oo ace s e
Excel file of enrollment data and convert it to :

the format needed to upload into AIM. The g
Student Enrollment Template and Student

Demographic Template are available on the OPI
AIM Webpage (templates). 2

From the AIM Webpage 3
(http://opi.mt.gov/Reports&Data/AlM),
navigate to File Specifications. Save the |

Student Demographic Template and FL e = -
Student Enrollment Template.
Open the Student Demographic Template.
Enter the required information (shown in red)
for each student.
Delete the first three rows of the file and save
as a *.tsv or *.txt file. Open the *.tsv or *.txt T e
' . 2 m mehan B Tareda™™ rrisha ’ RO e rr0n
file and insert the header row (HD tab date tab Do lane 4 uhmieee I iy .
. . S0 0280 180735107 41 Lynn Loretta F 12,/20/2003
time tab MT9.1). Save the file. B 8350 Iosabesar i3 Srasks oaren " AR
=il 0280 155259033 28 Gill wince ™ 04,23 /200
sD 0280 196400321 54 rRich charlie ™ 01,/09/2002
=il 0280 210504318 17 Carter June F 08/10/2003
- - - =g Bige ¥ e mem © e
Follow the instructions to upload the file (see S bin  srhiesias L N B 3 5755/ o
SD 0280 223236465 37 Krauss alison F 11,/15/2005
. =il 0280 240183925 70 Brown Zac ™ 03,/10/2004
Option 1 above). £ oy mmmn QT gpmmoeey, e wdsmael w000
S0 0280 282085655 15 care; mariah F 10/03/2001
SD 0280 287077705 22 coe Dagjd Allen ™ 10/25/2005

Repeat for the Student Enroliment Template.
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http://opi.mt.gov/Reports&Data/AIM/#gpm1_3
http://opi.mt.gov/Reports&Data/AIM

RECORDS TRANSFER

. Huxtable, Theodore
Records transfers are only required P po——

for Students WhO have Spec'al Summary Enroliments Schedule Attendance Flags Grades Transcript

Credit Summany Asssssment Behavior Gradustion AdHoc Letters Records Transfer

Education records in the prior school

New State Transfer Request

district. However, it is
. . Fequest Date | Mame Stus Requesting Disirid Releasing Dikstrict
recommended that districts use the GBI Fatatie, Theodore fequesl  Cascadk Pulla Schodls

Records Transfer for all students

who transfer into the district in
order to view student enrollment
histories and LEP data.

Refer to these guides on the OPI
AIM Webpage at
http://opi.mt.gov/Reports&Data/Al
M/#p7GPcl 2:

Records Transfer

Records Transfer for AIM
Administrators

DATA VERIFICATION

The first step in the data verification process is to make
sure the data is correct at the district level!l This may
involve a dialogue with specific program staff, including
the Title | Director, SPED Director, lunch staff, etc.

If the data in the district's Student Information System
is incorrect, the data in the MT Edition will likely be
incorrect as well.

Once the enrollment data is transferred to AIM (either

by direct entry or file upload), there are numerous
tools in Infinite Campus to verify data, including the
Student Information Reports and the Ad Hoc
Reporting tools.

The following sections explain how to use these data
verification reports to verify data accuracy and
completeness.
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http://opi.mt.gov/Reports&Data/AIM/%23p7GPc1_2
http://opi.mt.gov/Reports&Data/AIM/%23p7GPc1_2
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/RecordTransfers/Records%20Transfer.pdf
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/RecordTransfers/Records%20Transfer%20for%20Administrators.pdf
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/RecordTransfers/Records%20Transfer%20for%20Administrators.pdf

Index Search Help Student Information Reports

Systam Administrator A

From the Index, expand Student Information/Reports.

v Student Information

Heslth These reports are useful for verifying enrollment data:

Special Ed The Student Enrollment Status report lists students by
Student Locator name, according to set criteria. You can choose
* Reports

parameters for the report.

Student Enroliment Status

Thiks et lists students” enmnoliment startiend Ststus and mallling address. The detaul calendar year ks e cumment selected calendar.

Whikch shudents would jou 12 1o Include In e report? Wik calendan) would you 12 10 Includs In e report?
®) Grage (W) acme vear () sty sonoal () et by yemr
KF .Y
K 1314
al bt 13-14 Granhe High Sehool
F¥ 1314 Prllipsburg 7-8
- L L
) Ad Hoe Fiser = 13-14 Phillipsburg Schoal

) o - P =
T e M =

Display Opflons: [“]stanpme  []EndDee

oW WOl you T2 I Fenort samed?
@ (O Grade (O Studert Number CTRL-GIKK ar SHIFT-CIick 10 s2lect mufiple

Whilen enroliment sttus would you Te 10 Include In e Fepor?
Stan Stas End Status

01:FIret thme receiing edustionzl seness

~ 100End of year, retuming to same school e j2ar .,
0 Confinued enraliment same schoal. na Inlernigiion 105:Crange In grade level during regular schoal year
(03 RE-2nry 1D e S3Me 500l 3MET windrawal 110Promcied 10 an0mer 5chodl I e same dlstnie

ool I district or state 120 Transter 1o 3 public school In e same district
| under NCLB sohl chalos 130 Transier o punlk

Enrollment Summary Report mil umdsr NCLE schl cholos

202 schoal 140 Transter 1 pudlic 5chl in anomer district in AT
This reportwill It 3 brekooen of enrollments grouped by 5chool, grade, gender and racefstnnicity. The report can be gensraied i _ . o
using Federal Race/ENnichy deslgnabions or Sisie Rase/Ehnichy alues. T your stie has many dfferent walues for RaceEthnighy, 2T 24t of 2 courtry 130 Transter i3 MIT siate-nded school
he Tall report format is recommended. Students with enrciiments iagged a5 “Ha Show” are notincluded in this report. ool winln e stz L 150 Transter o 3 pricte school I e stz b
20l within Fe sizle 1T Transier fo 3 home schoal Infhe sizie
Enroiiment EMective Date- |35'11:2014 [
Ganeratz Report

W hich schiools would you ke to Include In the report?

e

Graniiz High Sehool
Phillipsturg 7-5
Pilipsturg School

The Enrollment Summary report gives a

W hich RacafEthnicity values would you IIke fo use?
®) Pt Rapa Ty Vaives count of students by School, Grade, Race/
() Stats Raca Sy Vauss
Ethnicity and Gender as of a specific date.

Howwould you ke to formet the report 7
(®) origingl Fanmat: Race/Shnicies 3oross Te fop and Grade Lavels veriicaly
() T2l Format: Grade Leweis aoross e 10 and RacaSmnicises werscally

‘W hat types of enrollments would you like to Include In the report 7
PFrimary
SPamal
N-Sipecial Bd Sandoes

NOTE: If you discover a duplicate

Report Optiona:

[ Onzane St Sxciuds {20 not Inciuds svoiments maried 2 siate Soiuk) student ID, please contact OPI to
Dmpﬂﬁmmmm&ammmmmm . .
[ erint i HTMAL forman correct the situation.
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Ad Hoc Reporting

The Ad Hoc Reporting tool can also be
used for data verification. The tool can be
used in two ways: 1) Select filters to
generate query reports; and 2) Select from
State Published (i.e., “canned”) reports for
checking various requirements to avoid
common errors.

To select your own filters/query:

From the Index, expand Ad Hoc
Reporting. Select Filter Designer.

To create a new filter, select Create a New
Filter using the Query Wizard and Data
Type Student.

Click Create.

Filter Designer
Data Export

Batch Queue

Help

Ad Hoc Filter Designer

TS WeZar il Walkyou Troug N Ihe Craation of 3 new e, FITEr 23N be ora3ied Lsing e Query WZard, seieclion edior of 3 Fass-Tougn SOl uery. AD

Saved Filter

= ™ stie Pubiished

Ad Hoc Guery Wizard - Field Selection

Salect s 10 USE 107 CrEating 3 MIHES for which loghc 3nd output formating may be Sppiled. Click 3 NEkd winin the All Fisiis window, or use the And FUnciion option 1o 3
The output will s2quence e fieids In e order seleciad; Nowever, e seqUence can be changed on ihe- Duiput Formating soreen. At least one ield must be ssieced 1o

Filgid Sabaction = Filler Paramelers = Oulput Fonmatting = Grouping and Aggreqation

“Queryhame: |

Short Description:

Lang Descriptan:

select categories & Tisida

Feegy | Seh o

All Fisids

Sedeched Fleide

+- 4w student
£} &3 Damographica ~

parsaniD
StEelD
oD
Sddmonain
shudanidumber
parzanGUID
WD
aflechelae
{3stName
Wrsmame El
migdishame
sufly
allas

Achievement Montana
in Montana Office of Public Instruction
- dent Denise Juneau, State Superintendent

opl.mt.gov

Beginning of Year
Collection

Create Hew

Filtar Type

Ens s/ StET

() Pass-mrougn SOL Query ) cousersection

ez=]

Select the fields to include in the
report. Expand /contract the field
groups by clicking the plus (+) or
minus (-) signs. To move a field to
the Selected Fields box, click the
name of the field.

To search for fields, type in all or
part of the field name in the Filter
By box.

Once the fields are all in the
Selected Fields box, click Next.

September 2014



Ad Hoc Query Wizard - Filter Parameters

Give the query a name, a short description

Query Hame:  [Enroliment Query

(optional) and enter any applicable filter St Deserplin{Shoves vl o 1 suferts sl
data. Click Next. e :

Filter the data

Field Operator Value
student statelD

studentlastiiame
student firstName
student.gender

student birthState

=

student.grade
student startDate
student startStatus

student.endDate

L) g|[ L] €] £][£]£]£][£

student.endStatus

SaveTo: (&) User Account
Folder; / ¥

O User Groups

Save & Test

2
@

Ad Hoc Query Wizard - Output Formatting

“Query Name:  |Enrolment Query
Short Description; Shows enroliments for al students enrolled

Long Description =

If additional sequencing or sorting is

R e desired, enter the information into the

Field Outputseq  Sort  Direction  ColumnHeader Alignment Formatting Length

student,stateD
[ Ascend |
[T B [ascenn (v

corresponding fields. Click Next.

student lastName
student firstName
student.gender

student.birthState

LT

rr

student.grade
student startDate
student startStatu

student.endDate

S L S S S I
L IESE S E N E IS SN E NS

student. endStatu:

SaveTo: @) yser Account

Folder: / ¥

) user Groups

Save & Test

Ad Hoc Query Wizard - Grouping and Aggregation

To group students by a selected

Query Name:  |Enrolment Query

Shrt Descrpion]Shows enolments fo al sudents enred identifier, choose the correct grouping.

Long Description: +

Click Save.

Group the data into sections that can have aggregates/sub-totals

Grouping  Group by Group Order
Tier 1 student grade v | Ascendging |w
Tier 2 v | Ascending |w
Tier 3 v | Ascending |w
Tier 4 v | Ascending v
Tier 5 v | Ascending |w

Aggregate/Sub Total byAggregate Type
v v

v v
v v
v v

SaveTo: (3 yser Account

Folder| / %

O User Groups

Save & Test
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Data Export Wizard

This wizard wil dump the resutt of a fier into a data file (csv, tab defimited, xml) or a simple list report

To run the report using the filter just

created, under Index, expand Ad Hoc

e Enroliment Query

Reporting and select Data Export.

Pick an Export Format

Choose the Saved Filter and Export
Format.

(&) HTML list report
O

O Delimited values (CSV}
O Fixed witth

O POF report

Click Export.

Create a new Folder

Year| 11-12 v | Sehool | Cascade 7-8 v |

Index | Search | Help

Alternatively, run the report by using the

Search for s Search for a record being tracked in Campus by using search fields or by selecting a Saved Filter. If you have created a Saved Fiter and do not see |
Adva nced Sea rch m ethod : Student 4 context other than the current (Example: A student fiter cannot be applied 10 a Census Person Search)
° == You may search schookvide.
Advanced Search =»
- Student Search Saved Filters
Search Results: 1
Choose a Year and School. From the Mp— & romen iy
cetomn
. Student Number
Search tab, click Advanced Search.
Grade v
Birth Date.
Locate the filter you created, which - -
s
Person ID

should appear in the list under Saved

Locker Number

Filter. Click Search. S
- _ .
The results will display under search

results.
__Create anew Folder

Campus Search

Run the State Published reports

Search for 2 recond belng tracksd In Campus by using seanch Nizkds or oy selecting @ Saved FiRer I jou have crasted @ Saved FiRer and do not se2 1 e 1
canat be pplied 10 3 Cansus Person Seare)

Choose a Year and School. From
the Search tab, click Advanced
Search.

Under Saved Filter expand the
State Published list. Select a
report (see list below) and Click
Search.

Achievement Montana
— in Montana ' Office of Public Instruction

Denise Juneau, State Superintendent

opl.mt.gov

“Yiou Py search schookwide

Student Szarch
L35t Name

First Mame

S E—
ol —
e ]

e —

Saved Fifter
+ €1 Pendng State Pubished Fiters -
+ School Users Fiker Share

= % State Pubished

=

g ALL Kindergarteners with N Service Type
u ALL Preschoolers Not wih N Service Type

{3l BOY Dropouts by Grade Level Name
{3 BOY Graduates by Nams
135 BOY Graduates Missing Diploma Information

Beginning of Year
Collection
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All Users should run these State Published reports:

ALL Kindergartners with N Service Type - (Be sure to select Year 14-15) This report shows
kindergarteners who have a 2014-15 enrollment with a service type of N, which signifies the
student receives special education services only (i.e., no educational services). Most
kindergarteners (including those with special ed services and those without special ed
services) should instead have service type P (primary educational services). This error usually
occurs when PK students with N service type are rolled into the new year for enroliment,
carrying the N service type along. Review the report and amend the kindergarten student
enrollment records as needed to change the N service type to P.

ALL Preschoolers Not with an N Service Type - (Be sure to select Year 14-15) This report
shows preschool students who have a service type other than N. All preschoolers attending a
special education preschool program should have N service type, which signifies they receive
special educations services only (i.e., no educational services). Review the report and amend
the preschool student enrollment records as needed to enter the N service type.
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Index Search Help Batch Resync Selective Sync SYNC DATA
System Administraior ~ ¥ = L s e U1 U1 104421 | HIOCESSET SEITOE L | 1)
» Student Inf ormation . . .
R EREIET (BT 6435 Proceser sl O A data sync is required for all file
[} BENaOTYPE .
" Genss g uploads. It is recommended to
+ Behavior BefauorResoluionType
+ Heslth O o —— sync data before collection due
= Attendance
» Scheduiing J e dates.
« Grading & Standards d CenslsConaesUmary
+ Progams O B This process syncs the data from
v Ad Hoc Reporting O Empioyment vy . .
Fitar Designer Montana Edition and District
. O Erpgmensssment
Diata Export H™
e 0 S Edition schools to the State for
User Communization O EnpoenCizet use in state reporting.
» Azsessment = Enrcliment OEHTI2014 15:43051 | Processed 131 Emors: 0] ()
* System Administration
R g gtk From the Index, expand System
N O o .. .
> Auiting Administration/Data
+ Batch Queue O AflenancaldTSnapshat | 01A7/2014 05:4229| Processet 131 Emors- 0 () .
+Calendar O — Utilities/Resync State Data. If
e O rom syncing data from the 2014-15
Calendar Wizard
alendar VVzal
setoo et = — year, set the Year to 2014-15. If
» Census O ImmCertiicate .
- custom 5 - syncing data from the 2013-14
» it Definms Took o Lspsece year, set the Year to 2013-14.
» Data Interchange
. O LepACommosaton
v Data Utilitias.
Combine Ferson O etcadnararce To sync Enrollments check the
A = PesSan box for Enroliment. All
Student Records Transfer 0O ProgramPartcigatan
Desstated Eements Im 0 — connected data elements will
Synchronization Field Seti .
+ Grading & Sfardards O = Tenhient= automatically populate. At the
et g == bottom, click Send Resync.
» Medicaid O PlanerogressRept
» Messenger -
» Portal o -
» Preferences 0 Testsoone
* Resources O TranseripiCourseSE
» Special Ed O acainesnat
¥ Student
O PersonidentthoStE=inonty
Enroliment End Batch
Enroliment Roll Forward e
< >
. Il EmpiymentCiedesial
The green radio buttons
. . |:| = Enroliment 081172014 122533 | Processed: 184 Ernars: O
indicate a successful resync of
data, and a message will O Sre
appear in the Process Inbox. U S
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index  Seah  Hep Enrollment Verification Report

This report sl CommUNicIie #ih the siale edition server 10 compare local enroliments with the dat

System Administrator hen generale 3 report that sUmmarizes any differences.
v Student Information After syncing enrollment data to
General ‘Salect Which Enrollments To include
Program Parisipation Smcten Sohontvear — the State, run the Enrollment
Health Schods Verification Report to check for
Hedeare g7 differences between data entered
Special Ed Fhillpsburg Schodl
Student Locator in the MT Edition application and
~ Reports data that has synced to the State.
C oad Summary
Duplicate IDs Stale Grade All Shaderts
oratment Lome Reson ' . From the Index, expand Student
oliment Loss Repo b4
P Information/Reports. Select
m .o .
State Enrollment Verification.
Exciuds Enroliments: Matching Any Cf These Aodiional Critra
Calendar Exciuded A
1o S - There are a number of options
Siate Bxluded and fields to choose from.
Sigie Bxzlude Grade Levels . .
SRR Choose the items to verify, and

click Generate Report.
Select The Enrdliment Fleids To Compare Batwesn DIsirict And St30e Edion

[¢] s crate o [¥] sericeType

[] sanome [~] EiDae

(2] st svmme [] Enasene

[¥] schecuie [] Mo Show {IF Inciuded)
] me caenaar [2] mee screue

e e Grade Level (<] Enaaction

Test Accommaodations (defa

Test Results Report Display Cplons:
Show Summary Totals
_ Show Enraliments Missing Al Sie
) Jienty stuents missing 3t StaE QuE 10 Overlap prevention
hENEV Ior
Show Enrgiiments Missing At District
Hest Snow Enrliments Vi A Fisid Difference
Aiendance Show Value A District And Staie Of Each Diference
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0556 Philipsburg K-12 Schools District
Generated on 08/11/2014 12:34:11 PM  Page 1

Enrollment Verification Report
Comparison of District Enrollment Data With State Data
Philipsburg K-12 Schools Venified: 08/11/2014 12:34

Enrollment Verification Results

The Enroliment Verification will compare all enroliment records existing at the district and state in the school year selected for verification. The Details
column of the report may suggest a reason related to record differences.

Enroliment Sync Rules

Local and/or state-level settings may intentionally prevent

Grade Level marked as state exclude

Unmapped State/Regional Grade Levels

The success of Enrollment object syncing depends on the

District

Reporting Entity*
School

Calendar
ScheduleStructure
StructureGradelevel
Personldentity

Nookwn =

*Localized object, not applicable to all customers

District Verification Summary

syncing of certain enroliments. The following criteria can prevent enrollments from syncing:

Individual Enroliment marked as state exclude

System Preference - Enroliment Overlap Behavior ("Strict Prevent with Syncing” value only)
System Preference - Accept State Excluded Grade Levels and Enroliments ("No" value only)

successful syncing of these parent objects:

Total District Count State Count Missing At State Missing At District With Field Difference
Philipsburg K-12 Schools - ALL 184 184 0 0 0

13-14 Granite High School 71 71 0 0 0

13-14 Philipsburg 7-8 33 33 0 0 0

13-14 Philipsburg School 80 80 0 0 0

District Records Missing At The State

Student Name State ID District Enrollment ID Start Date Grade  Start Status Details
No Differences

State Records Missing at District

Student Name State ID District Enrollment ID Start Date Grade  Start Status Details
No Differences

Records Having Different Values At State

Student Name State ID District Enroliment ID Start Date Grade  Start Status Details

No Differences

If differences do not resolve after a resync, contact the

OPI AIM Helpdesk at 1-877-424-6681 or opiaimhelp@mt.gov for

assistance.
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